
How to complete the I-765 form online

Do not submit the OPT application without receiving
a special I-20 from your international advisor!

Do not submit the OPT application after 30 days of I-20 
issuance!! If you have exceeded 30 days, reach out to your 

international advisor for a NEW special I-20.



Reminder:
The OPT Application window opens 90 days 

before the commencement date of your 
final semester.

Do not submit your OPT Application earlier 
than 90 days or it will be denied by USCIS!



Creating a USCIS Account

To complete an online 
application for OPT, you must 
login to (or create) an online 
USCIS account at:

myaccount.uscis.gov

https://myaccount.uscis.gov/


Verification Codes

Follow all the instructions to 
finish setting up your account, 
then login.

The system will send you a 
verification code. Enter the 
code, depending on how you 
set up your account, and log in 
to start/continue your 
application.



Once you are logged in, select 
“Go to myUSCIS”. 

You can start or continue your 
application where you left off.

Apply for OPT through 
“myUSCIS”



Select your Account Type

If you are setting up a new 
account, you must select an 
Account Type.

Select “I am an individual 
applicant, petitioner, requestor, 
or supporter.”

You are an individual that wants 
to file an application for yourself.



File a Form

Select
“File a form online”



Select the
I-765 Form

Select “I-765, Application 
for Employment 
Authorization”



Select “c(3)(B) Student 
Post-Completion OPT” 
then start the form.

Eligibility Category



I-765 Information

Read the instructions on 
this page and select 
“Next” at the bottom.  



Online Form 
Information

Read the information 
on this page and 
select “Start” at the 
bottom.  



Yes, you just answered the 
same question in a 
previous section, but 
please select “c(3)(B) 
Student Post-Completion 
OPT” again.

Eligibility Category



Select “No” unless you would like 
to pay an added fee for Premium 
Processing. This ensures your 
application is processed within 
30 business days. 

More information on Premium 
Processing can be found at the 
end of this PowerPoint.

Premium Processing



What is your
reason for applying?
Select “Initial permission to accept 
employment.” If you select the wrong 
option, it may cause a delay in 
processing your application!

Next, almost all F-1 students will select 
“No,” unless they’ve filed for an I-765 
application before (i.e. after completing 
an earlier and lower-level degree).

Only select “Yes” if you have filed for an 
I-765 in the past!



Is someone 
assisting you?

Select “No” 

Even when your DSO 
reviews your application, 
we are not actually 
“assisting” you. This 
question is not directed 
toward DSO advising.



Your Name
A middle name is not required.
 
Students with only one name 
should enter that name in the 
“Family name (last name)” 
field.

If you’re not sure, please refer 
to how your name is listed in 
your I-20. You can also add 
other names used below.



Your Contact Information

Provide your phone 
number and email address 
information.



Provide your current U.S. mailing 
address where USCIS will deliver your 
EAD card.

If you wish to receive the EAD 
elsewhere, provide an address that 
you’ll have access to for at least 3-4 
months. This can also be a trusted and 
reliable family member/friend’s 
address. If you do this, you must 
include their name in the “In care of 
name” field.

Your U.S. Mailing Address



If your U.S. mailing address 
will be the same as your 
physical address as listed 
previously, select “Yes”.

If your U.S. mailing address 
and physical address are NOT 
the same, select “No” and 
provide your physical address.

Mailing & Physical Address



Describe Yourself

Please answer the 
required fields 
and select “Next”.



When and Where You 
Were Born

MM/DD/YYYY
(Month/Day/Year)

Example:
01/31/2002

(January 31st, 2002)

Please fill out the required 
fields and enter your 

birthday correctly:



Your Immigration 
Information

Input your citizenship(s) and your I-94 Arrival-
Departure Record Number.

You will find this number on your most recent 
I-94 document. You can retrieve the document 
on the I-94 website here, select “Get Most 
Recent I-94/I-95” and inputting your passport 
information.

Save a copy of your I-94 document. You will 
need to upload it later in the I-765 form.

https://i94.cbp.dhs.gov/home
https://i94.cbp.dhs.gov/home
https://i94.cbp.dhs.gov/home


Your Immigration 
Information

Your place of arrival (port of 
entry) will be the city where your 
plane landed in the US.

Input the passport number 
exactly as it is written in your 
current passport.



Your Immigration 
Information

Leave the travel document 
number blank. It is not a 
required field.

Input your passport expiration 
date (Month/Day/Year).

Input the country that issued 
your passport.

LEAVE BLANK



Your Immigration 
Information

Your immigration status is 
“F1 – Student, Academic Or 
Language Program.”

Your SEVIS Number is 
located on the top left 
corner of your current I-20.



Other Information  

Select: “I do not have or know my 
A-Number.”

Select: “I do not have or know my 
USCIS Online Account Number.”
Sometimes the system will auto-
populate a number. If so, please 
keep it there. It is a valid number.



Other Information  

Select “No” if you already have an 
SSN.

If you do not have an SSN, please 
contact your international advisor 
for SSN assistance. You will then 
need to apply for an SSN using an 
EAD card and job offer letter 
before working in the U.S..



Upload a digital photo here. It must meet specific 
standards such as size, background, headspace, etc. 
Once uploaded, the system will tell you whether 
the photo meets the requirements or not.

Locations that take valid digital photos:
• Walgreens
• CVS
• Walmart

Do not use special characters in the file name. 

Do not use scanned copies of physical photos.

2” x 2” Photo of You



The U.S. Department of State released a “New 
Photo Policy for Employment Authorization 
Applications,” requiring OPT applicants to submit a 
photo taken at an in-person Application Support 
Center (ASC).

Because of this, USCIS may still request a biometrics 
appointment from you even after submitting a valid 
photo in your application. If they do, you will 
receive a biometrics appointment notice in the mail 
stating the time and location you are to attend it. 
You can learn more about biometric appointments 
here and view the USCIS Policy Notice here.

2” x 2” Photo of YouAttention!

https://www.uscis.gov/forms/filing-guidance/preparing-for-your-biometric-services-appointment
https://www.uscis.gov/forms/filing-guidance/preparing-for-your-biometric-services-appointment
https://www.state.gov/wp-content/uploads/2026/01/NOTICE-USCIS-New-Photo-Policy-for-EAD-applications-PDF.pdf


Next, retrieve your most 
recent I-94 document here 
by selecting “Get Most 
Recent I-94”, inputting your 
passport information, and 
downloading the document.

Upload the I-94 at the 
bottom of this section.

Upload I-94 or Passport

https://i94.cbp.dhs.gov/home
https://i94.cbp.dhs.gov/home
https://i94.cbp.dhs.gov/home
https://i94.cbp.dhs.gov/home


Employment Authorization 
Document or Government ID

Please upload a copy of your 
passport here.

If you’ve ever filed the I-765 form 
for any other type of work 
authorization other than OPT 
(uncommon), please upload a 
copy of that EAD here, too.



Previously Authorized 
CPT or OPT

If you have any previous I-20s, that include 
authorization for CPT or OPT, please upload 
copies of the 1st and 2nd pages.

The I-20 includes information about the 
academic level at which the CPT and OPT 
authorizations were approved. 

If you never had any previous CPT or OPT
I-20(s), please proceed to the next step. 
Dismiss the warning message. There is no 
need to upload any other document here. 



Submitting the 
Special I-20

You must get a special OPT I-20 from your DSO (international advisor) BEFORE you submit this application. 
If you do not submit the special OPT I-20 with this application, it will be denied by USCIS!!!

Upload the special I-20 you received 
from your DSO for this OPT application. 
Make sure you’ve signed your I-20!!

The DSO’s signature/date on the I-20 
must not be older than 30 days from 
the date you submit this online 
application. If your I-20 is passed 30 
days of issuance, please reach out to 
your DSO for a NEW I-20.



Additional Information

In most cases, you do not need to add 
any additional information because you 
have provided all the previous 
documentation and answers already.

If you feel like you need to add 
something, please consult your DSO 
first. 



Review and Submit
Finally, review your application before 
entering your payment information. Save and 
keep a record of your application receipt.

You can use your receipt number to monitor 
your case status here. Please note that the 
case status is not always accurate.

You can also view the general processing 
times for I-765s here.

https://egov.uscis.gov/
https://egov.uscis.gov/processing-times/
https://egov.uscis.gov/processing-times/
https://egov.uscis.gov/processing-times/
https://egov.uscis.gov/processing-times/


Premium Processing
Additionally, if you’d like to receive your EAD card faster, you can 
apply for Premium Processing when (or after) you submit your 

application for an added fee.

Premium Processing guarantees your application is processed 
within 30 business days. If your application is approved, the EAD 

will arrive in the mail about 2-3 weeks after approval.

If you already submitted your application, you can still apply for 
Premium Processing by filling out the I-907 form in your 

myUSCIS account.

https://www.uscis.gov/forms/all-forms/how-do-i-request-premium-processing#:%7E:text=premium%20processing%2C%20we-,guarantee,-that%20we%20will
https://www.uscis.gov/forms/all-forms/how-do-i-request-premium-processing#:%7E:text=Premium%20Processing%20for%20F%2D1%20Students%20Seeking%20OPT%20and%20STEM%20OPT%20extensions
https://www.uscis.gov/forms/all-forms/how-do-i-request-premium-processing#:%7E:text=Premium%20Processing%20for%20F%2D1%20Students%20Seeking%20OPT%20and%20STEM%20OPT%20extensions


After Submission
After you submit your application, please allow USCIS 
2–4 months to process it, depending on their current 

processing times and whether you’ve applied for 
premium processing (which may take up to 2 months).

When you receive your new OPT EAD card, please send 
your DSO a copy of the front and back of the EAD!!

Then you will be provided with OPT reporting 
requirements that are critical to maintaining your F-1 

visa status.

https://egov.uscis.gov/processing-times/
https://egov.uscis.gov/processing-times/


FAQs
If you have any additional questions 

about OPT, please review our Frequently 
Asked Questions page for guidance.

You can also contact your current DSO if 
your questions aren’t answered in the 

FAQs (who is my assigned DSO?).

https://www.depts.ttu.edu/international/isss/f1/optstudents.php#:%7E:text=OPT%20Frequently%20Asked%20Questions%20(FAQs)
https://www.depts.ttu.edu/international/isss/f1/optstudents.php#:%7E:text=OPT%20Frequently%20Asked%20Questions%20(FAQs)
https://www.depts.ttu.edu/international/StaffDirectory/#Internationalstudentsandscholars


Congrats!
You’ve completed the OPT 

Application Guide!

We wish you the best of luck on 
your OPT application. Remember, 
we are always here to assist you!

https://www.depts.ttu.edu/international/staff.php
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